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RECEI VI NG REPORTS

1. Purpose. To prescribe policy guidance related to the
processi ng of receiving reports.

2. Applicability. This guidance applies to all individuals in
t he Savannah District who process receiving reports in CEFMS.

3. Reference.
DFAS-IN 37-1, Chapter 20, Section IIl, 18 Sept. 1995
4. Receiving Agents Responsibilities.

a. Receiving Agents will verify the supplies and services
recei ved by perform ng a physical count and/or inspecting the
supplies/services to ensure that procurenent docunents
specifications are net. Receiving agents are responsible for
what they receive. A receiving agent shoul d never sign for
sonet hi ng he/ she has not received.

b. Prepare the receiving report immedi ately, if possible,
but not later than 5 days fromthe date supplies and/or services
are received. The invoice is not needed.

c. Certify that the supplies and services conformw th the
procurenment order.
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5. Procedures for Preparation of Receiving Reports in CEFMS:

a. Fromthe Main Menu (Screen 1.2), select the follow ng
menu option for Contractual Receiving Reports:

(1) 3 - Financial Mnagenent Functions (Screen 1.60)

(2) 5 - Financial Managenent (Screen 1.4)

(3) 6 - Expenditures/Di sbursenents (Screen 1.16)

(4) 3 - Receiving Report Create/ Update (Screen 2.42)

b. Fromthe Main Menu (Screen 1.2), select the foll ow ng
menu option for M scell aneous Receiving Reports:

(1) 3 Financial Managenent Functions (Screen 1.60)
(2) 5 Financial Managenent (Screen 1.4)

(3) 4 Request for Goods and Services (Screen 1.6)
(4) 3 OCreate Purchase Requests (Screen 1.6.3)

(5 7 Oher Mscellaneous Purchase (Screen 1.6c)
(6) 12 Msc. Purchase Receiving Report (Screen 2.42)

(a) Press F9, then F4 to get the Qoligation List Screen,
4.51D

(b) Press F2, enter the obligation nunber, then F3 to
list the obligation.

(c) Press enter, this will bring back the receiving
report create/update screen, 2.42, with the information for the
sel ected obligation filled in:

ol i gation Nunber: The nunber assigned to
t he subj ect purchase order
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Delivery Order Nunmber: The specific order
nunber under an unbrella delivery order.
This applies to contracts.

Description: A description of the work on
t he specific Purchase Order

Nunber of Line Itens: Automatically
popul ated with the nunber of line itens on
t he obligation nunber sel ected.

Receivers Nane, Title, Address, and Phone
No.: Nanme of enpl oyee | ogged on the system
(assum ng he/she neets the criteriato
recei ve goods for the organization on that
pur chase order).

Recei ving RPT Nunber: This field is
automatically popul ated by the system wth

t he sequentially nunbered Receiving Report of
partial paynent.

Ref erence Nunber: Any of the follow ng can
be entered: the vendors internal reference
nunber, shi ppi ng docunent nunber, invoice
nunber, or the service period.

Goods and Services Received Date: This date
is automatically populated with the current
date when the obligation data is pulled from
the F4 screen. It should be changed to the
dat e goods and services were received, but
cannot be a date prior to the date when the
purchase order was obli gat ed.

Acceptance Date: The system popul ates this
with the current date at the sanme tine the
“Goods and Services Received Date” is

popul ated. It should be changed to the
actual acceptance date.

Period - This shows the cal endar year and the
month this transaction will be posted to the
general | edgers

Construction Acceptance Date: Wen the
purchase order was obligated, a screen was
filled show ng the nunber of days for
Constructive Acceptance (currently defaults
to 7 days in accordance with the Pronpt Pay
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Act). Thus, when the Goods and Services
Received Date is entered, the system adds 7
days to this date and popul ates the
constructive acceptance date.

Note: Constructive Acceptance is not a

substitute for accepting goods and services.
Constructive Acceptance is used only for the
pur pose of determ ning the paynent due date.

(d) Press F4 to obtain list of Cbligation Line Itens
(Screen 4.99A). This should be a list of all line itens. Enter
these line itens one at a tinme. Press Enter to popul ate the
selected Line Itemon Screen 2.42.

Line Item Nunber through Anmount Ordered:
These fields correspond with the line itens,
description, quantity ordered and anount
ordered on the obligation screen.

Qy Recd This Rpt: This is the quantity
being received at this point. This can be

all or part of the quantity ordered. |If the
unit of measure is Job or Lunp Sum the
quantity wll be blank. If the actual unit

price is lower than the unit price obligated,
you shoul d receive the full obligated anount
and invoice for the actual amount. CEFMS
will pay the |lower of the two and w |
automatically deobligate the bal ance.

Qy Recd Al Rpt: This is a cumul ative total
of the quantity received, which is calcul ated
by the system (The obligation quantity or
anount cannot be exceeded).
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Amount Recd This Rpt: If a quantity is
ordered, the field will popul ate
automatically with the unit price tinmes the
quantity. |If Job or Lunp Sum enter the
dol | ar anount received.

Amount Recd All Rpts: Curnul ative anount
received is calculated by the system

(e) Press End to commt and save. |If you have nultiple
line items to receive, you will press End after each |ine and
then press F9 to pull up the next line item

(f) When Screen 2.42 is saved, after receiving the total
quantity and anount, the Final Receipt field is populated with a
“Y”. Accounts payabl e, general |edger effects and updates to the
cost accounts will be processed when the Receiving Report is
comm tted.

(g) Do a “print screen” for utility bills and attach a
copy to the bill.

(h) For quarterly billings, do not prepare a receiving
report until the end of the quarter. The system considers the
date the receiving report is prepared as the received date. |If
the billing is not received until the end of the quarter, a nonth

or two later, the paynent is considered |late and interest is
cal cul ated fromthat date.

(1) During the obligation process, an organization was
designated to receive for a specific purchase order. Any
enpl oyee in this organi zation can receive for the goods and
servi ces, but the enpl oyee nust be designated as a receiver in
the access control table of the data manager tables.
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